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— as the famous characters of history come to 
life on the keys of the Underwood Portable. 


OME WORK has a helpful ally in the new Under- 
wood Portable. With it Notes, Reports and Essays 
are typed quickly and accurately, and are therefore more 
attractive to the teacher. Q Operation of the Underwood 
Portable is quickly acquired, and the knowledge of 
typewriting will be invaluable in college and business. 


The Underwood Portable has the standard key- 
board and the latest devices for easy operation. 
It is available in a range of attractive colors to 
harmonize with decorative schemes—at Dealers 
and Underwood Offices in all principal cities. 


UNDERWOOD PORTABLE 


with 4 Bank STANDARD KEYBOARD 
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Stepping-Stones to Success 


How Stenography Lead One Woman to the Top 


By Lina Longaker 


Buffalo, N.Y. 


stenographer to the 
engineering concern 
jump—yet that 
Mrs. Olive E. 
Frank Engi- 
Incorporated, 
She is probably the 
to hold such a 
says that stenography was 
achievement. 

studying and who know 
their hands a mighty 
eans for Mrs. Frank said, 
she told of how she, with no engineering 
reached her present posi- 


substitute 
one’s own 


ROM a 
head ot 


seems like a 


mighty 
briefly sketches the career of 
rank, president of the O. E. 
eering and Heating Company, 

suffalo, New York 
ly woman in the country 
sition, and she 
the open sesame to her 

‘Those who are 
tenography have in 
gaining success,” 
ining whatsoever, 
ion. “That more stenographers do not reach 
their goal is not because the opportunity is not 
they their 
utmost,” she 


there, but because have not used 


tool to the affirmed 


The First Steps 


“I went to business college after I finished 
igh school,” Mrs. Frank continued her 
story, “and I worked as hard as I possibly 
ould to master thoroughly all the 
of shorthand and typewriting. I wanted to be 
able to work for people who knew the secret 
of business success, and that meant that I must 
first be a good stenographer. 

“From the beginning of my career I 
fortunate in the character of the positions I 
held, for they From 


principles 


Was 


were with executives. 


them I learned how to handle customers, how 
how to treat labor, how to build 
up one’s business. I had no thought of going 
into business for myself then, but | 
watched the 


I worked.” 


to make sales, 


instinctively 
methods p! actised in the office 


where 


Grasping Opportunities 
believes that this is one of the 
that many stenog 


in daily 


Mrs 


educational 


Frank 
opportunities 
raphers fail to appreciate. They come 
touch with 


‘ 
the country 


some of the biggest executives 1 


They have an 
hand the 


ac hieve d success 


opportunity 
observe at first methods by 
their chiets 
admitted into something of the 


of business, and yet they tail to recogniz 


have 
very 
appreciate the principles involved 
“For a young man or woman who is enter! 

there is no apprenticeshiy 


Mrs 


tunity 


business, | think 
so worth while as being a stenographer,” 
Frank said “It oppor 
to learn how to first come 
through the school of hard knocl 


gives them an 


succeed without 


Mes. Frank's Story 


and I had to work 
hard to support our family, as I was the oldest 
It made me take my work seriously. I worked 
for a different firms, and in the 
evening I supplemented my 


“My father 


had passed on, 


number of 


salary by doing 








346 


ministers and pro 
family 


some personal work for 
fessors. Finally, 
became easier and I was married 

“I stopped work for awhile, but soon ‘just 
being at home’ became monotonous, so I went 
back to work again 

“One day the call came to go as a sub- 
stitute stenographer to an engineering firm 
The stenographer never came back, and so 
I stayed. I began to 
learn the business, just 
as I had always done 
wherever I worked. I 
came to know the firm’s 
customers, and how they 


conditions for our 


did things—what their 
practices were. To ab- 
sorb principles rather 


than merely to let facts 
and ideas pass away 
after one’s notes have 
been transcribed, means 
being alert, but it is a 
pastime that is certain to 
prove profitable. 


“T have talked with 
many men and women 
who were at one time 


stenographers, and they 
all agree with me that is 
how they came to rise. 
They look back on the 
hours they spent as ste- 
nographers with fond 
memories; yet they 
wonder at the fact that 
young 
men and women in their 
employ fail to appre- 
ciate what the knowl- 
edge of MEN-blends 
and the TR principle 


may mean to them. 


so many of the 


Photo by Beach 


An Unexpected Opening 


“Well, one day the 
unexpected happened in 
the engineering office 
One of the men left to 
go into business for himself. Another went 
with him. Before we realized it, there was 
a general shake-up, and I was the only one 
left in the office who knew anything about 
the business. 

“The president of the company came to me 
and asked me if I thought I could carry on 
until they could get someone to put in the 
office. I. told him I would do the best I 
could. 

“How I did struggle! 


Company, 


I had some pretty 


complex engineering problems to face, and 
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all that I knew about engineering was what 
I had picked up as a stenographer. I used t 
go out into the plant and ask the men que 
tions, and I would sometimes stay up until 
morning trying to absorb and get the needed 
information. Sometimes I had to keep cus 
tomers waiting while I found the information 
they needed, but I never turned them down 
And because it had to be done, I began writing 
the advertising lite 
ture for the firm. 


Promoted 


“Then one day, much 
to my astonishment, th 
president said he didn’t 
think he would need t 
put anyone in the offic: 
over me, that he thoug! 
I could carry on wit! 
out a boss. 

“It was then that th 
really hard work bega 
Il had to go out on the 


road—really to learn ou 
branch of mechanica 
engineering — fortunat« 


ly, the best way to lear 
it is from experience 
books cover only a smal 
part of the material 

but the orders kept con 
ing in. 


Her Own Company Now 


“Three years ago co! 
ditions changed in tl 
business I had bee: 
managing and almost 
unpremeditatedly thin 
worked out so that 
formed my own con 
pany. I've been steadil 
building up the business 
ever since. I have sev 
eral engineers in our 
organization, but I fee! 
that there is now 1 
branch of the business that I couldn't tak« 
over myself should some unexpected cor 
tingency suddenly arise that would necessitat 
my doing so. 

“I feel that whether one is baking a cak: 
or taking stenographic notes, or designing a 
machine that is going to cost several hundred 
thousand dollars, the important thing is t 
know as much as one possibly can about th: 
subject; then work as hard as one possibly 
can, and he can be pretty reasonably sur: 
of success.” 


i 
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Ohe 


tory of a Thousand-Year Pine 


By ENOS A. MILLS 
(Cof I pone 1914, by the author) 


Reprinted in shorthand by special permission of Houghton, Mifflin Ci mpany 
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* OF. “PRINCIPLES 


Conducted by C. WARREN KEAN 
High School of Commerce, New York City —= 


_ 


— 


What Is Your Purpose? 


ANY of our high school students are 
\ preparing for college, where they will 
pursue courses in medicine, law, den- 


tistry, pharmacy, or engineering, while our 
less fortunate student, because of insufficient 
means to take up college work, is taking sec- 
retarial work preparing for business 

I said “less fortunate” student, but is he less 
fortunate? Much depends upon his purpose, 
his viewpoint. If the shorthand student is not 
looking beyond his first position, whereby he 
is making his first income, and is perfectly 
satisfied as long as he draws a weekly wage 
that will provide for his needs with limited 
luxuries, he ts less fortunate. But if he is 
looking forward to the time when he will be 
itting at the elbow of an important office 
executive, learning business at first hand and 
ibsorbing knowledge that others would will- 
ingly pay well to have, he is not less fortunate 
If he has ambition and displays such qualities 
as accuracy, judgment, decision, determination, 
personality, initiative, energy, courage, tact, 
his opportunities will be just as great, and his 
chances of success in a large way just as good 
as his friends’ when they shall have completed 
their college careers. This has been demon- 
strated in big business. But one must have a 
purpos« 


A Right Start 


I recently talked with a young man taking 
an evening course in shorthand. I asked him 
his purpose. He said he aspired to become 
a court reporter, and that he was taking up 
law on the side and reading medicine, as he 
thought in preparing for such a profession one 
should have broad knowledge. I told him he 
was traveling no easy road but that he was 
making the right kind of start—he had the 
right viewpoint. 

I was also talking with another young man 
a friend of whose aspired to be and now is 
a supreme court reporter. He said, “Do you 
know, We used to work three or four nights 


a week until late in the evening, Saturday aite: 
noons, and Sunday mornings, too, dictating to 
each other.” They had the right viewpoint 
plus ambition and determination, and success 
came their way—one in the court, the other 
in the commercial field, filling a very re- 
sponsible position. 

If secretarial students after graduation would 
devote as much time and energy to improving 
themselves along secretarial and business lines 
as is required to complete four years of col- 
lege work, their ultimate success would com- 
pare very favorably with that of college 
graduates. 


Are Commercial Students Efficient? 


Recently the teachers of commercial sub- 
jects in New York City received a com 
munication from the Department of Education 
stating that the commercial students business 
men are receiving into their offices are in 
efficient. This statement was the result of a 
survey made of various representative busi- 
ness houses. 

Are these business men justified in making 
such a complaint? If so, where does the fault 
lie; who is responsible? Surely it is a re- 
flection on commercial workers and should 
be overcome if possible. Since this complaint 
has been common for the past two decades 
at least, there must be some truth in it 

As applied to stenographic work, let us try 
to analyze the situation and see what could 
give rise to such a complaint’s being made 
Would a business man have a grievance if his 
stenographer repeatedly misspelled simple 
words, incorrectly divided words at the end 
of lines, terminated expressions that were 
not sentences, substituted words entirely 
foreign to the subject matter, showed no 
knowledge of the use of possessives, showed 
little knowledge of punctuation and para 
graphing, made careless omissions? 

Would a business man have a just grievance 
if his stenographer showed little taste in the 
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display of a letter, if it contained erasures 
poorly made, if two or three attempts had to 
be made before the letter was satisfactory, 
ii the transcription speed was slow? 

Has a business man a right to expect a fair 
return for the support he gives the public 
school system in his tax payments? Has he 
a right to expect that after twelve years of 
training he shall be able to get efficient 
office help : 


How Can We Improve? 


If we as stenographers are deserving of this 
unfavorable criticism what can be done to set 
ourselves right 
answer is: Give more attention to details— 
the little things that contribute so much to 
high-class workmanship. Too many students 
center their interest on the taking of dictation 
rapidly, and give too little attention to the 
typewritten product, wherein lies the interest 
of the employer—the standard by which he 
employe. Judging from my 
a pupil is in 
punctua 
arrangement, neatness, ac 


with the business man? My 


measures the 
observations in the classroom, 
terested in such matters as spelling, 
tion, paragraphing, 
curacy, only as they affect his scholastic rating 
He disregards the rating they 
which will 


will receive in 
reflect credit 
or discredit on himself as well as the school 


the business office, 


from which he was graduated 

If the criticism against us is just, let us right 
about face and convince the business man that 
we can meet his requirements 


Lesson Thirteen 


é FT OINED” is the important word in this 
lesson, for other prefixes are to follow 


which are disjoined, and the two must not 
be confused 


Joined Prefixes 


There are nine joined prefixes, given in 
four of which have been learned 
in Lesson 5. Of the remaining five, two are 
based on the wordsigns all and for, while three 
are new—“ul,” “aux” (or “ox”), and “sub.” 


Learn these three and basicly Lesson 13 is 


] esson 13, 


yours. 
There are five rules to help you distinguish 
the prefix from the simple consonant stroke : 


(a) Write “com” and “‘con’’—tm and kn when fol 
lowed by a vowel, r, or /. You have several illustra 


tions in this lesson. Locate them. 


(b) When “im” 
vowel, use the initial vowel also. 
trations for this principle 


etc., are followed by a 
Locate the illus 


and “in,” 


(c) Before a hook vowel, or r, 1, ch, 7, write the s 
contrary to Rules 30 and 32 to express “sub” clearly. 
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(d) Disjoin the prefix “fe r’’ when followed | 
vowel, and write it with a sharp angle before r and 
“sub” when followed by 


(ec) Disjoin the prefix 


circle vowel 


There are : t cpedients given in thi 
lesson 
(a) I k tor 


words in which the positi 


(b) Before 
form begins with » or m, the prefixes for “im,” “in, 
etc., are written with the initial vowel. This avox 


the two angles necessitated by the “jog” between the 


negative 


double consonants 
Compound Joined Prefixes 


If this seems to you a troublesome group 
of words, take the time to analyze each out 
line carefully, rather than simply memoriz 
the outline, and you will not find it so dif 
ficult. Eight or ten of these words are quit 
common should bi 
learned thoroughly and reviewed frequently 


commercial terms and 


Page 94 


strongly the im 
thoroughly 


I cannot emphasize too 
learning this 
important groups of 


it is essen 


portance of group 
It is one of the 
words in the Manual 
tial that you learn 
just as thoroughly as the outlines given o1 
this page. The following words—excepft, e. 
pect, experience—need particular attention t 
avoid confusing the 


most 
Remember 
the derivatives for each 


outlines 


Lesson Fourteen 


ECAUSE of the 

of the words involving the use of the 
TR Principle, there will be a tendency to 
write the outlines in full unless the prefixes 
are firmly fixed in mind and as readily re 
called as the wordsigns. 

In preparing this lesson analyze the out 
lines first of all, noting how much of the long 
hand word is represented by the prefix; what 
letters are silent; what characters are repre 


infrequent use of many 


sented 


Disjoined Prefixes—TR Principle 


prefix as a whol 


constru-k-tion 


Always think of the 
construction as expressed by 
rather than disjoined-ks above the line, &, tia 
When asked for an outline spell it in the way 
suggested 

Divide the list into two groups, arranged 
pairs : 

(a) Those based on the joined prefixes of the pr« 
ceding lesson, and 

(b) Those having no connection with any previous 
lesson (page 97) 


In the list of Compounds, note that in nega 
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Nord: Mord 
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Lesson 15 Lesson 16 


HM ‘ords Mi or as 


OO 





Fd —“t 


eee east ye Oe 


Sentences Sentences 
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words involving “un-in,” the jog is used 
ther than the initial vowel. 


CT Principle 


[his principle applies to all words ending 

t, not those given under the TR 
‘rinciple of this lesson. Joining the “tick” 
oids a penlift and the confusion that might 
short disconnected char- 
ters. The same applies to the joining of » 
and “or,” which 
if the word is 
rather than the 


simply 


caused by three 
» represent the ending “er” 
disjoined 


ot 7@ 


re supposed to be 
bbreviated. The us« 


ve also avoids an angle 


Lesson Fifteen 


A= in this lesson we must become 
thoroughly familiar with the sound repre- 
nted by the prefix, and be able to recognize 
t quickly in words. This is the only difficult 
ature of this lesson, for it will be observed 
at, with but few exceptions, the prefix is 
presented by the initial character of the word 


Making Distinctions 


\ few of the prefixes may be troublesome 
not firmly fixed in mind. Some 
pupils stumble over “incli” and “intra,” but 
if they will remember that “incli,” “decli,” 
recli,” each has a circle vowel, this dif 
ficulty should be obviated. Associate “matra”™ 
vith its mate “patri” and you will not confuse 
Write the s’s for “self” and 


they are 


with “magna.” 


JHE GREGG WRITER 


“super” as you would naturally join them 
if you were writing the prefixes in full. Thes« 
two are confused because the writer does not 
automatically join his s’s correctly to curved 
strokes. (Guard against any tendency to writ 
is for “trans.” 


Special Forms 


Note in Paragraph 124 the words that may 
be expressed by prefixal forms. In expressing 
the past tense of such words remember that 
a disjoined d is used rather than the “tick.’ 
It is just as important that you know how to 
write shortly, shortened as it is t 
know how to write Don't wait 
you need it in advanced work, find out now! 


shorten, 


short until 


Lesson Sixteen 
HIS is an important lesson, the principal 
part of which, Paragraphs 125 128, 
could easily have been learned in earlier les 
There is little difficulty to be encoun 
tered in this lesson—it is matter ol 
application retentive and the 
ability to recognize the suffix in the word as 
you hear it pre 
The onl) 
occasion to note in later 
to disjoin the / 
The disjoined strokes represent 
“mental,” as you learn further along in your 
This lesson troubl 


and 


sons 
just a 
and memory, 
mounced 

that I have had 


work, 


common error 
is the tendency 
and m for “ble” and “ment 

“bility” and 
study. should offer no 


at all. 


es ad 
SHORTHAND 


As One of the Girls Spells It at Inglewood Union High School, 
Inglewood, California 


Submitted by Miss Hazel Crandon 


is for 
is for 


is fc rT 


study in the concentrated way. 
the homework, that is given to you each day. 
omission, of the things outside of class 


for remembrance, we must surely all have that. 


for the time you spent 


but 


not in vain. 


for the happiness that comes because you tried again 
for the arm, which must be steady, accurate, and tru 
for the neatness of the page when you are through. 
for the dollars that you will earn some day. 

Just because you studied SHORTHAND 

In the good substantial way. 
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A Basic Shorthand Vocabulary 


ln previous numbers of the Greaa Writer (lols. 29 and 


30) we have presented the shorthand forms for the 1,000 
commonest words, arranged alphabetically for the purpose 
of easy reference In the present series, which is based o 
the list of 1,000 commonest words in Volume 4, “Harverd Re; 
Studies im Education,” additions have been made from 

the list of 4,000 words compiled by the New Yor 

State Education Department as a test for tera 


Arranged According to Lesson 


allies 
hoy 
boys 
buy 
choice 
cry 
die 
drive 
family 
lew 
fight 
fighting 
final 
finally 
fine 
hire 
high 
highway 
minor 
my 
nation 
now 
oil 
price 
rank 
ride 
sight 
size 
soctally 
staff 
stay 
stone 
sweet 
type 
try 
trying 
mew 
voice 
white 
wise 
acute 


adjoin 


Lesson Six 


apply 
arca 
assign 
bias 
breath 
cereal 
com 
comply 
create 
diet 
enjoy 
file 

fix 


fuel 


huge 
impress 
invite 
mine 
mix 
ounce 
poem 
poise 
prio;¢r 
t icdio 
ring 
ripe 
tiles 
science 
sing 
sky 
sorrow 
tax 
tide 
toil 
unique 
unit 
via 
wide 


youth 


ea, 
Cc 


é 2 


yer 

@ 

¢ 
(@ 


oO 


£L 


Q 


Cc > 


ar 


, 


< 
+ 


od 


. <L_—_ 


ao 


rhs os 


, 


~~ 
f4 


north 
period 
quarter 
reserve 
serve 
servnme 
share 
soldier 
sort 
still 

Sur prise 
tell 
term 
tire 
2— 


g 


turn 
utter “a 
war Z 
warm Co 


worry , aif 


yard d 


Lesson Seven 


farm 
grammar 
guarantee 
guard 
hard 
harm 


hurt 


ledger 

manners 

margin 

merit 

nervous 
northern 

owner 

pardon 

search 

smile yo 
southern 2° 
style }Y r 
surface ey 
surpass 

surplus 

urge 

virtuc 

warn 


worse 


exami 
freed 
rainee 
handl« 
human 
pieicn 
land 
maintat 
man 
memor 
ment " 
wiinkic 
mone 


1onth 


seemed 
spent 
stud y 
ten 
tient 
window 
winter 
woman 
women 


written 





; il, 1929 


GHE GREGG WRITER 


of the Most Common Words 


in the Gregg Shorthand Manual 


general 
haldren 
rather 


number 


doubt 
hundred 
within 


similar 


insist 
attitude 
sometimes 


single 


degree 
arrive 


master 


* Lesson Nine, incorporating al! the wordsigns of the various Lessons is given on the next page. 


ons 


— 


Les son Ten 


operate 
ufhcient 
everal 
eparate 
wepare 
reter 
popular 
inybody 
nyone 
henever 
however 
verybody 
eryone 
heretofore 
reatter 
erewith 
therelore 


elsewhere 


therwise 

ibsence-t 
appreciate 
association 
brilliant 
capable 
consequent-ce 
liscount 
familiar 


frequent 


he moras are 
Gregg Shorthand 


from the list of the 


given for tne most part 
Roman type 
compiled ~y «ithe 
Department as a literacy 
roup are being treated 


printed im 
words 


— 
T9 
) 

A 


it have 
at they 
at would 
at time 


lat can 


will be 


arranged 


Manual 


im the frst 
are from the list 
New York 


jing to the lessons 
stalics 


i ne words i” 


commonest words 


column 
State 


t The wordsignus 
»s unit in the Ninth 


Lesson Eleven 


is made 
I shall not 
I was 

I do 

I made 

I make 

] see 

I know 

I did 

I take 

I might 
I do not 
I find 

I give 

| want 

I saw 

1 you 
if these 
for my 
for him 
for me 
ior it 18 
for some 
for us 
for long 
for once 
for little 
wasnt 
you do 
you may 
you made 
you might 
you say 
you might be 
you did 
you want 
with you 
with them 
with him 
with those 
with such 


with us 
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A Basic Shorthand Vocabulary 


In previous numbers of the “Gregg Writer” (Vols, 29 and 
30) we have presented the shorthand forms for the 1,000 
commonest words, arranged alphabetically for the purpose 
of easy reference. In the present series, which is based on 
the list of 1,000 commonest words in Volume 4, “Harvard 
Studies in Education,” additions have been made from 
the list of 4,000 words compiled by the New ork 
State Education Department as a test for literacy. 


Arranged According to Lessons 


[Reprinted by request from the American 


a, an 


about (o 


above 
accord 
advantage 


q 


after 4 


agam Jd =e 9 


agent 

all 

always 

am, more 

and, end 

any 

are, owr 

ask 

at, wu 

attentuon 

be, but, by 

beauty 

become, book 

been, bound 

before, behalf 

behind 

belief, believe 

better 

between 

beyond 

bill 

body 

bring 

business 

call 

can 

capital Fa 
i 


care “OD 


car, correct — 
carry ~-v 
cause, because -—> 
change, which / 
character a 


char ge 


check é ’ 


eg 


clear-ly 


company, keep 


consider-ation 


, at 


+ 


at’. 


correspond-ence —_f£ , 


could 
course 
credit 
deliver 
desire 
differ-ent-ence 
lirect 
dollar 
during, Dr 
duty 

effect 
either 

else, list 
enough 

et er-y 
experience 
fall, follox 
far, favor 
find 

first 

for 

form, from 
friend-ly 
full-y 
future 
gave 
give-n 
glad 

£0, good 
gone 

got 
govern-ment 
great 

hand 

have 

he 

how, out 


house 


coat 
—t 
~~’ 


—— 
re 
ee 


4 


I 

wnmediately 

im portant-ce 

m, not 

inclose 

industry 
influence 
imstant-cc 

is, his 

judge 

kind 

let, letter 

light 

like 

little 

long 

look 

market, Mr 
most 

move 

much 

must 

name 

new 

next 

never 

object 

of 

office 

oficial 

one 

Opinion 

order c 
organise-ation ¢— 
other wr 
part C 
particular F 
please 
principal-le Co 
public, publish 


put C 


quality 


a 


Lesson 


question 
real, re gard 
recewe 
recent 
report 
respect-ful-ly 
return 
right, writ 
Sattsf y-factor 
says, System 
send 

shall, ship 
should 

side 

small 

some 

soon 

spe ak 

spirit 

stand 

state 
strange 
trong, streng 
such 

sure-ly 

than, then 

thank 

that 

the 

their, there 
them 

they 

thing, think 
this 

those 
throughout 
time 

told 
fomorrow 

trust 

truth 

untel 
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of the Most Common Words 
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in the Gregg Shorthand Manual 


rthand Teacher, 


Nine 
i 
ual-ly, wish 


ulue 


"ery 


t-ance 
rdance 
knowledge 
uaint-ance 


ertise 
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corporation 
cover 
custom 
date, did 
definite 
determine 
devote 
difficult-y 
draft 
duplicate 
educate 
endure 
exist-ence 
fault 

firm 
gentlemen 
God 
improve-ment 
insure-ance 
invoice 
jury 
Messrs 
mortgage 
new spaper 
»bhge 


cCasion 


railroad 

railway 

record 

refer-ence 

regret 

remark 

remuit-tance 

reply : 

represent wi 

satistaction Ja’ 
don 


season 


The words are arranged according to the lessons in the 
Gregg Shorthand Manual. 


from the list of the 1,000 commonest 
the first 
the list 


given for the most 


pert m 


printed in Roman type are 


words compiled by 


Department as a literacy 
group are being treated as 


significant-ce 
sir 

society 

stock 
suggest-ion 
teach 
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thorough-ly, three 
typewriter 
vowel 
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SHORTHAND © 
in OTHER. LANDS 


Occasional Bits of News from Our Exchanges in 
France, Belgium, Germany, Spain, Russia, Italy, Aus- 
tria, England, Holland, Bulgaria, Czechoslovakia— 


Retold by LOUIS A. LESLIE 
> 





cent 


1929. The members are promised an excursion 
to Nice and Toulon. Le Semeur promises that 








ERE is a problem calling for all the 
resourcefulness of the perfect secretary. 
The problem is given in the form of 


a story in La Revue Sténographique Belge. It 
seems that a certain business man, leaving for 
a vacation, instructed his secretary to forward 
certain mail \fter being away for a week 
without having received any mail he tele- 
graphed: “Why aren’t you sending any mail?” 

His secretary promptly responded, “You took 
the mail-box key.” The business man found 
the missing key in one of his pockets. He 
hastened to send it to his secretary, together 
with a letter instructing her to use all speed 
in forwarding the accumulated mail. 

Again there was a long delay. This time he 
impatiently returned to the city 

What do you suppose had happened? Why, 
of course, his letter containing the key had 
been dropped into the mail box by the postman! 

This situation presents several problems for 
the efficient secretary. In the first place, she 
shouldn’t have permitted her employer to de- 
part with the precious key. In the next place, 
she should have opened the box by hook or 
by crook, or by woman’s unfailing mechanical 
aid, the hairpin—if such there be in these 
bobbed days. A number of solutions will prob- 
ably suggest themselves to you. But we feel 
that the greatest problem lies in deciding 
whether she should tell the man that it was 
all his own fault, and if so, in deciding on the 
most tactful manner in which to break the 
news 


~~ 


A® always, we are very glad to welcome a 
newcomer into the fellowship of the steno- 


graphic press. We have just received the 
January-February issue of Le Semeur Sténo- 
graphe, published under the direction of André 
Morard, 26 rue Sorgentino, Nice, France. The 
title may be translated “The Stenographic 
Sower,” and the avowed purpose of Le Semeur 
is the popularization of Duployé Shorthand. 

Le Semeur contains an announcement of the 
next general meeting of the Union of French 
Stenographic Societies in Marseilles, August 4, 


the Cote d’Azur will be worthily represented 
What teachers’ convention could fail to be 
a success when it is held on the Céte d’Azur? 


a ad 


ROM time to time we have 

great events in which a shorthand writer 
has played a part. Perhaps the most im- 
portant and conspicuous of these is the Ver- 
sailles Peace Conference, where Mr. Swem 
had the privilege of doing his part to help 
President Wilson. 

But even more thrilling was the experience 
of the great German shorthand writer, 
Dr. Blauert, who was the shorthand reporter 
attached to the German delegation which met 
in a railroad car on November 11, 1918, to 
sign the terms of the armistice. 

That historic railroad car is now preserved 
as a museum, and we can very well imagine 
Dr. Blauert making an occasional pilgrimage 
there to experience once again the feeling which 
must have swept over him on that momentous 
day when he was one of the very few who 
shared the tremendous secret that the greatest 
war of history would end in a few hours 


a ad 


N France and Germany it is no uncommon 

thing to find streets named after one or 
another of the great shorthand authors of the 
country. This is, of course, a recognition of 
the value of shorthand. But in a recent issue 
of La Vérité Sténographique we read of a still 
more significant tribute, not only to the value 
of shorthand, but to the great services ren 
dered to shorthand by a living shorthand 
author. 

As a mark of the appreciation of the state 
and nation for a life of service to stenography, 
Ferdinand Schrey was honored with a gift of 
one thousand marks from the Prussian Minis- 
try of Education and three thousand marks 
from the Ministry of the Interior of the Ger- 
man Republic. The occasion of these gifts was 


mentioned 
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he seventy-eighth birthday of the great in 
entor. We take this opportunity to add our 
best wishes that Ferdinand Schrey 


“ spared for many year 


may 


to come. 


ad 


N February we printed a song for stenog 

graphers, written by Miss Celia L’Aurena 
[his month we are glad to be able to print 
Miss L’Aurena’s picture. The 
ve are printing this month comes to 
is from the pen of Miss Laurena 
Van Valkenburg, of Oneonta, 
New York, but we have a strong 
that is the same 
young lady. Not only the simi- 
irity of > but also a comparison 

the musical handwriting 
to feel sure that both songs 
roduct of the 

mposert 

rhe 
vhich 


song 


suspicion she 
name 
leads us 
are the 
same 
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( ommercial 
should 
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been looking 
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that the 


cautious 


feel sure (met in news 
papers would be too to admit this 
type of ill-concealed advertising in a news item 
However, La Revue du Bur published in 
Paris by Albert Navarre, atones for this lapse 
by an example of the Gallic wit. Y« 
will remember that recet in Glozel, Ira 

ol were dis 

bef I 


controversy rag 


claim, but we 


1M, 
s 

real 
itly 

remains 


, 
apparently old 


some early man 
than 
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any ever 


lor some time a d ovet 


the genuineness of these remains, which 
finally discredited. Then a “live’ 
typewriter salesroom in Elbeut dis 


an old, rusty 


were 
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oung girl, years 
ld, the world’s 
sungest shorthand writer 
this accomplished damsel 
ead it back in 


Parisian 


Celia L’. 
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cogt written for 


“Greeg 


six 
as 

Che claim is that 
“took dictation 
alter 


lessons 


and 
having had only 
three ten-minute in a system of 
shorthand.” Of course no one not a shorthand 
writer can really see the absurdity of such a 


public 
new 


and another of her com po 
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A DOUBLE-DYED_ 


YY 


Lv IDECEIWER 


GG FROM”ROADS OF DESTINY” BY O. HENRY 
y, (Copyright, 1925, by Doubleday, Page & Company) 
Reprinted in shorthand by permission of the publishers 


(Concluded from the March issue) 
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And Yet Again 


O often have the columns of this magazine 
reiterated the advice to learn shorthand 
as a stepping-stone to higher callings, and 

so often have the stories of those who have 
done just this been told, that doubtless many 
of our readers, like Leonato in “Much Ado 
About Nothing,” feel like saying: 


thee cease thy counsel, 
profitless 


I pray 
which falls into mine ears as 
As water in a sieve. 

Mrs 
recent 


Frank's story as told in this 
book, “An Outline of 
by Doris E. Fleischman 
Doran), offers us 


Not only 
issue, but a 
Careers for Women,” 
(published by Doubleday, 
an excuse for bringing home the real value ot 
this advice once more 

This book is a most 
of forty-three papers on careers for which 
young women may prepare. Each paper is the 
contribution of a leader in her particular pro 
Norma Talmadge writes 
Mme. Helena Rubenstein 
on Cosmetics Manufacture; Nancy V. McClel 
land on Interior Decorating; Judge Jean 
Norris on Law; Mrs. Franklin D. Roosevelt 
on Politics; Jane Cowl on Drama—to mention 
only a very few of the really imposing list 
of contributors 

Ida Verdon, managing editor of The Cos 
mopolitan, presents her study of Editing as a 
Profession in the form of a typical interview 
between the managing editor of a large fiction 
magazine and an ambitious college graduate 
who is applying for an editorial position 

The very second question that the editor 
asks the applicant is, “Do you typewrite and 
are you a stenographer?” When the young 
woman replies that she can typewrite, but does 
not want to be a stenographer, the editor says: 


interesting collection 


fession. For instance, 


on Motion Pictures 


I understand: all college-girl applicants tell me the 
same thing, but what you girls don't realize is that 
stenography gives you an entrée into an editorial office 
that you can get in no other way unless you are an 
experienced specialist 


When the 


editor replies : 


“Why?” the 


applicant queries, 


Because it’s only through that sort of work that you 
become thoroughly acquainted with the magazine and 


familiar with the names of the authors and artists 
and the kinds of stories published. And you lear: 
the way we handle the daily office routin ’ 
have to learn to walk before you can run, yor 

and “routine work’’ is the first step in an 
office; it’s the foundation that is essential 


jobs higher up. 


Later in the interview the 
states that she does not want to be a stenog 
rapher, and asks if an opening on the magazin 


which th 


applicant agai 


really requires stenography, to 


editor replies 


Yes, we can't affor ’ 
specific job The reas t v quire that evers 
member of the staff must know stenography is that 
we have a smal taff and each one must be able 


jump in in any emergency You will find that 
} ; 


will never grow too important t 


with making a hasty stenographi 


moment 

The editor then goes on to cite several in 
their 
holding executive 


Stances mm organization where women 


positions made the Step via 
secretaryships. 

Does not this all sound very familiar to you 

Let us turn now to the study of Foreign 
Trade, by Lucy A. Goldsmith, foreign track 
consultant and export trade analyst, and for 
merly export manager of the Aeolian Com 
pany. 

Miss Goldsmith first sketches the fascination 
in which the world is you 
limit, 
women have 


obtain a 


of a profession 
playground and the sky the 
field is so new, 
an unusually fine opportunity to 
She then enumerates the qualities ot 
education that she 


held 


and shows 
how, because the 
footing 
mind and of deems ar 


requisite for success in the Then shi 


vyoes on 


particularly appeal to the 
would recom 


Foreign trade should 
college graduate, with one proviso—I 
mend the college woman who wants to get a footing 
in the foreign trade field to take a postgraduate course 
so to speak, of six months in a business school, and 
then, as a second semester, six months in applying 
the business stenography and funda 
mental business routine; to take, if necessary, ever 
a very humble position in a business office, merely 
to obtain practical experience. With this additional 
year of business experience plus her college a 
cultural background, she really has 
to a business house in return for a position 
will pay her fairly well even at the start. The stenog 


knowledge of 


omething to offer 


which 
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ecretary with a cultural background is a 
and, as a general rule, if she has any ability 
semi-executive 


rapher 
rara avis 
at all 
or executive positions 

I do not mean to imply that only college graduates 
would be successful. Far be it from me to say this, 
as I myself am not a college graduate. I did, how 
ever, have a broad cultural background, traveled ex 
tensively as a child, and knew languages. 
But before I could make any headway to an executive 
position I had to go through the routine of learning 
the rudiments of which I did by 
following out the same advice I offer, that is, to learn 
stenography and typewriting as the best entering wedge 
to make a footing in any There are 
ther ways of coming up the ladder, but I consider 
tenography the best for a young woman. 


rises comparatively rapidly to 


several 


business practice, 


business house 


Could there be a more enthusiastic and sin- 
cere statement than this? 

For those who have the ambition to be just 
an efficient, top-notch secretary, the study of 
Secretarial Work, by Ruth M. Crawford, sec- 
retary to the American editor of the Ency- 
clopaedia Britannica and lecturer on secretarial 
practice at the U. S. Secretarial School, will 
be of great value 

Miss Crawford divides secretarial positions 
into tour groups 
1. The secretary who does the general business work 

er employer, such as taking all his dictation and 

much of his detail work as possible 
right-hand aid, or executive secretary 
an executive nature, often 
requiring her own secretary or stenographer 

3. The confidential secretary, who has charge of the 
personal work of her employer, espe 
I familiar with his 


lieving him of as 
2. The 


whose own duties are of 


confidential and 
cially his correspondence, and is 
financial affairs. 

1. The social secretary 
the salaries com 
advancement, etc 
student oi 


each is discussed 
manded, the 
[his 
stenography. 

In fact, we would recommend “An Outline 
ot Careers tor Women” young woman 
who is uncertain about what occupation she 


group 
chances for 


paper would interest any 


to any 


wants to take up, or who is eager for more 


information about the one she has selected 


—E. L. H 


24th Int ernational Typewriting 
Contest 


OR the first time the International Typ 

writing Contest is to be held outside the 
borders of the United States. This sporting 
event will still take place on this side of the 
Atlantic, however, namely in Toronto, Canada, 
on September 28, 1929. The honor has doubt- 
less been bestowed on the Dominion because 
of the signal achievement of the Canadian 
trained typist, Miss Wilma McBride, in th: 
lwenty-third Contest at Sacramento last year 
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Three championships will be contested: 


Class 1.—World’s Typewriting Championship 
to all typists. One hour's writing from printed copy 
Winner to bear title of “‘World’s Champion Typist,” 
receive a gold medal, and have name placed on new 
bronze trophy 

Class 2.—World’s Amateur Typewriting Champion 
ship. Open to any amateur typist who has not previ 
ously won this event Thirty minutes’ writing from 
printed copy. Winner to bear title of “World's 
Amateur Champion Typist,”’ receive a gold medal, 
and have name inscribed on the Governor Young 
(of California) Amateur Champior 
Trophy. 


Open 


International 


Class 3.—World’s School Novice Typewriting Cham 
pionship Open to all students who have not used 
a typewriter in any way previous to August 1, 1928, 
and who have been trained solely by the school from 
which entry is made. Fifteen minutes’ writing from 
printed copy. Winner to bear title of ““‘World’s School 
Novice Champion Typist,” receive World’s School 
Novice Championship Trophy, and a gold medal. The 
school entering the ll hold the trophy for 
one year. The Alfred E. Smith American 
School Typewriting Championship Trophy for one 
year to school in the United States entering in Class 3 
a student makes the highest record of an) 
contestant from the States 


winner wi 


Governot 
who 


Contestants may use any make of typewrite1 
Further information as to fees, delivery of 
machines, tickets of admission, etc., may be 
secured from Mr. J. N. Kimball, Contest Man 
ager, 150 Nassau Street, New York, N. Y 


Obituary 
Mr:. Henry Jesse Holm 


T is with profound regret that we record 

the passing of Mrs. Henry J. Holm, wife 
of the Principal of Gregg School, at thei: 
home in Chicago 

Mrs. Holm was a regular attendant at the 
meetings of the National Commercial Teachers’ 
Federation and other gatherings of teachers, 
and took a deep interest in the proceedings 
and social functions. She was in attendance 
at the Detroit meeting of the Federation. 

For many years Mrs. Holm was interested 
in music. As a music critic her efforts were 
the subject of appreciation on the part of her 
associates and those seeking the benefit of het 
unusual acumen. As one of her friends volun- 
teered, “The rhythmic influence stimulated by 
her major interest seems the dominant factor 
in her life.” 

Most impressive were the which 
marked the last tribute to this good woman. 
Interment was in Memorial Park Cemetery, 
l- vanston. 

The many friends of Mr. Holm will want to 
join us in extending to him heartfelt sympathy 


serv ices 
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Conducted by FLORENCE E. ULRICH 
16 W. 47 St., New York 
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an 


A Serious Thought or Two 


[ will not be long, now, before you are 
I ready to embark upon your shorthand 
career—a critical moment that should be 

iven some serious thought! 

We are all familiar with the fact that it is 
ot an easy matter to stop “when we get 
going” in any particular direction, and for 
this reason we should heed and direct our 
movements at the start. If we would know in 
vhat direction we should move, we must first 
onsult our ambitions; then examine the ten- 
dencies of our mind and activities to see that 
they are being properly marshalled and com- 
manded 

Tendency is the outgrowth of an impression, 
nd every impression formed in the mind is 
. seed that may perpetrate habits and thoughts 
good or bad. How necessary, then, that we 
should guide these tendencies of thought and 
action, and direct them properly so that they 
vill be of the utmost good to us! Once estab- 
lished in the mind they unconsciously act in 
the direction indicated and will carry out the 
desires involved. 


Why Drift? 


Are you drifting or planning your career? 
You should today train, build, and develop 
what you would be tomorrow. As someone 
has so truly said: “Life is spread before man 
as the ocean stretches away from the shore, 
nd it is for him to choose whether the days 
of his traveling be filled with joy and laughter 
i mourning and tears. 

“Daily, as each of us drives onward on his 
personal voyage, we hail and pass other craft, 
some with music and dancing on their decks, 
others wracked and torn by the winds of ad- 
versity. The condition of each of the ships 
we meet or overtake bespeaks eloquently the 
ibility of the mind that directs her course 
We can tell at a glance whether mind, the 


master, is groping through mystery toward 
some unknown port or is triumphantly guiding 
his ship home through his knowledge of the 


laws of navigation.” 


What Is Your Aim? 


The first step is to determine your aim, 
or ambition, then definitely set about fulfilling 
it. Make contact with the people, the know! 
edge, and the things that eventually will bring 
about its materialization. Success 
those that have done spectacular things in life 
are numerous, but I am going to tell you about 
one that brings as much happiness to the in 
dividual, as much encouragement to those wh 
seek to make their lives successful, 
much service to mankind, even though not in 
the spotlight 


stories of 


and as 


“With Shorthand and a Lattle Grit’ 


Last evening a young lady told me of som 
of her experiences in getting into business 
She studied shorthand in college with the pur 
pose of using it merely to help her with le: 
tures. Upon completion of her college cours« 
she decided she wanted to become a lawyer 
Talking it over with some friends in the pro 
fession, they suggested that she take steno 
graphic and secretarial positions in lawyer's 
offices while the better to mak« 
professional contacts and familiarize hersel/ 
with legal phraseology and proceedings. 

Acting upon this advice she did secretarial 
work in the offices of some of the leading 
attorneys of her city, and by reason of her 
capability soon won the admiration and sup- 
port of many of the best lawyers in the city 
Today she is a lawyer of no mean ability her- 
self, with a fine practice established 

Patting a little “Victory Edition” of the 
Gregg Manual, purchased in France 


studying law, 


during 
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the war, she happily concluded, “And I at- 
tribute my success in a large measure to short- 
hand. It was the only possible way in which 
I could have made some of the contacts which 
were so helpful to me later in becoming estab- 
lished. Shorthand stimulated mental alert- 
ness, quick thinking, prompt decisions, and was 
a valuable aid in note-taking dyring my college 
days and while ‘sitting in’ on court decisions. 
I recommend stenography with all my heart 
to the young woman that would cultivate her 
mind and possess herself of a good entering 
wedge into business. There are plenty of 
opportunities; what young women need is 
shorthand and a little grit.” 


Mental Gymnastics 


Shorthand has an undoubted educational or 
cultural value. The study of shorthand acts 
in its effect upon the mind in a manner sim- 
ilar to the study of Latin or Greek. Latin 
and Greek have little practical value today, 
but they are still included in the curricula 
of the secondary schools chiefly as mental 
exercises. Their study is still worth while 
as research into the roots of language, but 
that is admittedly not their primary aim in 
this modern age. They are mental gym- 
nastics, pure and simple. 

Shorthand can be made to fill this same 
function. Entirely outside of its practical 
aspects, shorthand is unquestionably a stim- 
ulation to the development of the mind 
More than that, it can be made pretty much 
the same instrument of word study as either 
Latin or Greek. Words are the stock in 
trade of the shorthand writer. Only as he 
becomes possessed of a vocabulary of words 
does he ever become a proficient shorthand 
writer. 


Shorthand Helps You Master English 


The reason that comparatively few writers 
receive the full cultural benefit of shorthand 
is that most of them are content to secure a 
superficial knowledge of the subject, there- 
fore limiting both their financial returns from 
the subject as a practical aim, and also the 
mental growth that inevitably comes from a 
complete mastery of stenography. Needless 
to say, a shorthand vocabulary consisting 
only of “Dear Sir,” “Yours truly,” and the 
hackneyed terms of the out-of-date business 
letter leads to but scant mental development. 
The stenographer whose working vocabulary 
is bounded by such limits is not even a good 
stenographer. It is the writer who goes be- 
yond the business letter and makes it a point 
to build up a vocabulary sufficient to take 
notes upon any ordinary subject who gets 
the full mental and practical value from hi> 
study and use of shorthand. 
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There is no subject more conducive to a 
mastery of English than shorthand. The 
truth of this statement is found in the num- 
ber of authors who have been at the same 
time writers of shorthand. I do not make 
the statement that the study of shorthand of 
itself made them good or great writers, but 
they themselves freely acknowledged 
the debt they owe to the subject, particularly 
in the building up of a vocabulary 

Charles Dickens, whose works recently 
sold in New York City for $252,540, was 
first of all a shorthand reporter, 
he speaks with feeling in “David Copperfield” 
of the material that he had dictated to 
him in order to help him acquire speed 
enough to report the speeches and d 
bates in Parliament. Before he had eve: 
written a book, he had made himself a pro 
ficient writer of shorthand, and there is lit 
tle doubt that that experience added greatly) 
to the material from which he drew later, 
and to the perfection of style in which he 
cast it. 


have 


and 


« 


Shorthand Study Brought Swem Success 


I am thinking right now of a more recent 
writer just trying his wings in the field of 
writing—a product of shorthand and 
of nothing else. Mr. Swem, whose first novel 
“Werewolf” came from the last fall, 
began the study of shorthand in the grades 
He had no educational background, but 
through shorthand he built up for himself a 
knowledge of English that made him valuabk 
as a reporter to such a master of English 
style as Woodrow Wilson, who, incidentally 
was a shorthand writer, too. Undoubtedly 
Mr. Swem absorbed a great deal in the 
way of both knowledge and style sitting at 
the elbow of Mr. Wilson, but I know som: 
thing also of the painstaking effort that lh: 
made to acquire an English and a shorthand 
vocabulary. His speed in shorthand has al 
ways consisted more of a ready vocabulary 
than of manual dexterity. It is natural, 
therefore, in the study of English that he 
made, that he should eventually turn his hand 
to the writing of it. 


novel 


press 


Realizing an Ambition 


Have you a real ambition? Have you ever 
felt the urge to write, for instance? Read 
“Werewolf,” and when you have recovered 
from the shock of discovering your every 
conjecture wrong as to who was committing 
all the atrocities that occur, reminisce a bit 
upon the career of the young man that wrote 
it—the boy who worked his way through 
night school, “plugged” away at his short 
hand until he became not only good but one 
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of the best—who at the age of nineteen, or 
thereabouts, was appointed stenographer to 
the Chief Executive of the United States, 
President Wilson, not because he had “pull” 
but because he had “push"—who traveled in 
much finer style than anything of which you 
have read in the stories from the Arabian 
Nights—who was graciously received in the 
palaces of Europe, and whose movements at- 
tracted nearly as much attention in the news- 
papers as those of the President himself be- 
cause of his ability to take down and tran- 
scribe with almost unbelievable accuracy the 
speeches of the President and foreign of- 
ficials—who received beautiful mementos 
from King George, the King of Italy, and 
others in acknowledgment of his splendid 
work as stenographer in reporting the con- 
ferences that took place. His ambition was 
to write—and Fate, or call it what you will, 
ever on the alert to bring about the material- 
ization of desire, placed him in the hands of 
President Wilson, whose vocabulary was 
said to be the largest of any man then liv- 
ing. This constant association in reporting 
speeches and taking the dictation of the Presi- 
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dent enabled Mr. Swem unconsciously to 
absorb literary style, pungency of speech, and 
the discriminating and expressive vocabulary 
necessary to good writing. 

He has started modestly, with a mystery 
story, but it is noteworthy that more than on 
critic of his first book has spoken favorably 
of its style and the “terse, unlabored Eng- 
lish” of it. I do not know how far Mr. Swen 
will go as an author—maybe he is too expert 
a shorthand writer ever to give up that pro- 
fession completely—but I predict that what- 
ever he writes will reflect his shorthand 
training and the mastery of words that he 
necessarily acquired with it. 

Did not Emerson say that we should be 
careful what we wished for, because it surely 
would be ours! 

Shorthand is not a “bread-and-butter” sub 
ject merely, but an accomplishment worthy of 
the keenest minds, as much today as in the days 
of the Roman Empire. Master it well, then 
make it the ship that will take you to your 
treasure island—and do not forget that the 
truest course will be navigated by the best 
captain ! 


Tests of Typewriting Skill 


Not much space has been devoted to typing im our recent issues, so we have asked 
Smith, who is an expert on the subject, to give you a series of tests to prove your 


Editorial Note: 
Mr. Harold H 
present 


FTER years of theorizing as to what is 
A the best way to develop typing skill, 

science at last has pointed out several 
clear paths which we must follow if we are 
to reach our goal. Studies by Book (“Learn- 
ing to Typewrite”) and others show that skill 
cannot be attained solely by typing letter after 
letter—spelling it out. We must type by 
syllables, words, and even by phrase groups. 
This is not saying that we never write letter- 
by-letter, for that is the way we make our 
start and how we handle new or difficult words. 
It does emphasize the importance of the typist’s 
practising extensively and intensively on words 
and short phrases, improving his skill at every 
repetition, always reaching out for more. Sci- 
entists also tell us that practice on words and 
short phrases, if properly done, is without 
equal as a means of improving letter-by-letter 
typing ability. 


Word and Phrase Practice Important 


Strangely enough, what science has but re- 
cently discovered has been for years the stand- 


development and help you build further 
Mr. Smith's introduction and his first tests of the series. 


skill. We have pleasure in presenting here 

ard practice of the most expert typists and 
demonstrators in the world. They have always 
done a certain amount of word practice, re- 
peating the particular word or phrase they 
desired to improve until their control and skill 
reached what they considered a satisfactory 
level. This type of practice is not indulged in 
to the exclusion of other types—timed copy 
tests, for instance; but it has long played an 
important part in the training of all well-known 
typists. 


Advancing Speed With Rhythm 


The vital idea for the aspiring typist to 
grasp is that there are different levels of skill 
These levels are usually called “speeds”; but 
speed is not the sole factor. At each “speed” 
level there are two other factors—accuracy and 
fluency, or rhythm. The student who can write 
at any given speed with accuracy and fluency, 
without any hesitations or marked uneven- 
nesses, should determine for himself whether 
he has reached his best possible speed. If not, 


(Continued on page 372) 
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Serial-Combination-Key-Control Tests* 


Test No. 1 


f anc a in that it is 
ith he n have by not at this 


111 or which will from had has on u an been no 


ieir there were so my if me what would who when 


Test No. 2 


war your any more now 
than only she made other in 
said may man about over some 
great could such first upon 


Test No. 3 


itary tell w 
left 
given 


used whole 


carrie | 


Test No. J 


deep delivered developed earth elec 


+4 


engaged engine executive existing expected express 


expressed fair fall fast filled finally follows 
forth freedom fund gained giving goes 


5 strokes, 26 words 


* Based on the Frequency lists, beginning with the first 5} most frequent words, in “Harvard Studies in Education v 
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he should push a little higher, perfect his ac- 
curacy and fluency at that level, 


limit of his ability. 


and so on to 


the very 


Practise on Frequently Occurring Words 


Several researchers wave reported on the 
frequency of English words, and from them we 
learn that a very few raise make up a large 
proportion of everything we type. Practice 
upon these words is never amiss. Any skill 
developed upon them is sure to be retained be- 
cause it will be while practice upon less 
frequent words may very easily be wasted 
because the skill developed may be lost through 
not using them 


What Skill Have You? 


We think both students and teachers would 
like to know exactly what skill typists possess 
on these common words, and how much and 
what kind of practice is necessary to increase 
their skill. We have already coéperated with 
several teachers and a number of students in 
giving tests similar to those appearing in this 
we shall appreciate 
care to report to 


used, 


and following issues, but 

hearing from teachers who 

us personally what they experience. 
Testing Yourselves 


In order to standardize the procedure and 


reports, we suggest the following: 


first writing of each test by starting 


and calling off the starting 
raises his hand-—or, 


1. Time the 
a group together 
when the first pupil to finish 
at any rate, with the twentieth second 
until all the machines stop. Each student will record 
with pencil on the test paper the second he hears called 
after he 


s§e¢ onds, 


and continuing 


immediately finishes 


2. Each pupil should keep a record of 

(a) The number of times he writes the test as a 
whole, and 

(b) The number of 
repetitive practice 
word the same number of times 


times he writes each word in 
being careful to practise each 


between tests. 


April, 1920 


3. Report each test on a separate sheet, as follows 
Names of students; ages; in what grade; what semester 
the number of seconds required, and the 
word) made the 
same initorma 


of typing: 
number of 
first time the test was 
tion after 


errors (ome only to a 
written; the 


(a) practising the test as a whole 25 times; 
(b) further practising each word 25 times; 


» 


(c) further practising the test 25 times; 


(d) further practising each word 25 times; etc., 
they can make no more improvement 


One-Minute Tests on Plain Copy 


In this connection, it would be interesting 
and enlightening to select any piece of simple, 
straight copy matter and have the pupils writ 
a one-minute test on it just before being timed 
on a given test the first time. Then, afte: 
each of the tests to be reported at the intervals 
above, repeat this one-minute test on the sam« 
matter (without, of course, having written th 
same material in between). 

There seems to be a close connection be 
tween skill on these common words and skill 
in handling straight matter, depending upon th« 
proportion of common words appearing in the 
straight matter 


The April Word Drills 

The word tests given on page 371, to open 
your “Frequency Drill” experiment, are as 
nearly as possible 200 spaces in length. Margins 
should be set to write 55-space lines without 
having to use the margin release 

When being timed, always write for accuracy 
first, steady fluency second, and speed last 
Start the tests thus: “READY, (1% 
interval) WRITE.” Keep accurate 
and see what progress you can show! 
for class use merely 


seconds 
records, 

These 
exercises are not You 
readers who are out of school will find them 
of especial help in checking up on your skill 
and developing it further. 


How About Superior Merit? 


Among the specimens submitted for O. G. A. Certificates are many very good 


papers, 


penmen if they will continue their practice. 
is not as high as you can go, you know, as a GREGG ARTIST. 


Honorable Mention, 


work that shows great promise of the writers’ 


becoming expert shorthand 
The O. G. A. Certificate, even with 


Remember, you still have the Superior Merit Certificate to be won, and it should 
be the aim of every teacher, and of every student who holds an O. G. A. Membership, 
to keep up the good work until that final credential is captured! 

A brief note about the Superior Merit Certificate appears in the panel on the 


next page, and the circular is yours for the asking. 
be submitted with the special fee for consideration for a certificate of Superior Merit. 
LET’S SEE HOW MANY CAN QUALIFY BEFORE SCHOOLS CLOSE THIS YEAR! 


CU ' H Wd ‘ ten 


Any of the monthly tests may 
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SHORTHAND 


The purpose of the O. G. A. is to en- 
courage the development of skillful short 
hand writing. Membership is granted to 
those whose notes show artistic merit. 

How to become a Member: Practise 
the test article until you secure two copies 
that represent your best work. Mai! one of 
these to the editor of the department, and 
retain the other for comparison with the 
published plate. If the specimen sent us 
reaches the required standard, a member 
ship certificate will be sent you. Otherwise 
your work will be returned with sugges 
tions and criticisms and you may try 
again. To secure approval, notes must be 
correct in theory, accurate in proportion 
and execution, free in movement. 

A Certificate of Superior Merit is 
awarded to those whose notes are of 
superior excellence. This is the highest 
credential awarded for artistic shorthand 
writing. It will be issued in connection 
with the membership certificates to those 
whose notes warrant it. Members may be 
come candidates for the Certificate of Su 
perior Merit. A circular about this cer 
tificate and how to secure it will be sent 
on request. 

Examination Fees: An examination 
fee of ten cents must accompany each 
specimen submitted for membership, fifty 
cents each application for Certificates of 
Superior Merit. 


TYPEWRITING 


The O. A. T. is the professional! organ- 
ization of the artists in typewriting. It is 
open to all who qualify as superior crafts 
men. 

Junior Membership: Membership in 
the Junior division is open to anyone who 
is studying typewriting in a school or by 
himself who is able to pass the Junior test. 


Senior Membership: Membership in 
the Senior division is open to all typists 
whether attending school or not who have 
reached a speed of at least forty words a 
minute in general “plain” copying. Senior 
tests must be accompanied by a signed 
statement that the candidate has attained 
this speed. 

Tests: The tests for both O.G.A. and 
O.A.T. membership appear in this depart 
ment each month. Tests may be practised 
as often as desired, but only one specimen 
should be sent in. Each part of the O.A.T 
membership tests should be typed on a 
separate sheet. A test is good only unfil 
the 25th of the month following publi 
cation 

Fees: An examination fee of ten cents 
must accompany each membership test 











For those of you who have not 
yet won your O. G. A. Membership 
Certificates, here is a bit from 
Charles S. Brooks on which to 
prove your skill as a shorthand pen 
man. And for you who have, it will 
be an interesting plan to write up 
the notes and keep them for com 
parison with the official plate that 
will be published in the June issue 


Time that jogs at the starting of a holiday 
runs swiftly as it nears an end. This is th 
common experience of all travelers Let 
man come to a strange country (let him 
break from any routine) and his first day 
seems a crowded week. It is not the cloc! 
that is the true marker of the time, but rathe: 
the frequency of message to the mind.. And 
this truth holds not only for a journey but 
for all of life lf a man would live long 
even if his span of years be cut, he must keep 
his brain alert with new experiment of 
thought, and each day thereby is stretched 
until it becomes a vivid week. It is because 
of this that childhood seems so long. for all 
the world is fresh and every minute brings 
experience 


Junior Test 
The following quota } 
B.C. Forbes in “Forbes Maga 
is somewhat longer than usual 
we k not th if his remayr 


” 
ork wen 


Unless you are a teamworker ou 
little likely to succeed under modern 
ditions. Civilization is built on teamw 
is teamwork. 

Savages do not practise teamwork 
goes forth in search of his own food 
builds his own hovel (if he has one): each 
makes his own loincloth; each hews his ow: 
canoe (if he uses one) Kach is independent 
of the others. Each is self-contained, self 
sufficient, so to speak And the life of each 
is precarious, uncertain, comfortless 

But the moment savages realize the ad- 
vantages of teamwork and act on their new 
intelligence, they cease to be out-and-out 
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savages and begin to travel the path that leads 
to civilization. 

Even civilized peoples formerly practised 
little teamwork. Each tilled his own little patch, 
wove his own rude clothing, traveled solely in 
his own ox cart or on horseback, built his own 
primitive dwelling, found his own fuel, made 
his own crude candles, baked his own bread, 
made his own soap. 

Today all these things are done by teamwork. 
Teamwork has given us fine homes, palatial 
apartment houses, giant hotels. 

Teamwork has given us machine-made cloth- 
ing, machine-made shoes, machine-made food- 
stuffs, machine-made necessities and comforts 
of every description. 

It is teamwork that has displaced the canoe 
by the ocean liner, displaced candles by gas 
and electric light, displaced logs and peat by 
coal from mines, displaced the prairie schooner 
by steam and electric railways and Pullmans 
and automobiles and airplanes, displaced the 
hook and the scythe by the reaper and the 
binder, displaced the spade by the plough and 
the tractor. 


Senior Test 


For a change this month, we have 
selected both plain copy and tabula- 
tion test from a pamphlet giving 
some interesting data on British 
railways. In writing up Part I 
supply the missing punctuation and 
paragraphing. 


Part I 


Railways and ships are the paramount agents 
of civilization. England was the birthplace of 
railways and to England belongs the honor of 
setting an example of progress which other 
countries were not slow to follow to have 
perfected the agency of travel in the way they 
have is an achievement of which the railway 
administrations of this country have no cause 
to be ashamed. That the final degree of per- 
fection has been reached nobody, and least of 
all the railway companies would assert but the 
will to serve the public and give a progressive 
service continues to inspire and actuate both 
management and staff of the “big four Great 
western, London & north Eastern, London 
Midland & Scottish, and Southern). Improve- 
ment in equipment and the degree of comfort 
provided have kept pace with the requirements 
of the time Railway travel today is made more 
comfortable by lighting and heating arrange- 
ments unthought of not many years ago by 
the finest sleeping cars in the world, by cor- 
ridor expresses—even for excursion travel by 
well-upholstered and comfortable third class 
coaches, and by other conveniences which 
alleviate the tedium of journ of any length. 
How small a proportion of the price the con- 
sumer pays for various articles of food is 
attributable to the cost of railway transport is 
brought forcibly before the public in the fol- 


in U. S. 


carriage i 
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In most cases several pounds 
of the various commodities are carried a con 
siderable distance for a penny (about two cents 


and that the cost 


almost negligible. 


Part II 


The table is being presented as 


given in the pamphlet 
make five instead of 


for 


your test, 


In typing it 


the four columns, in order to show 
Shipping Point and Destination sep- 
arately, and rearrange the data to 
give the points of shipment in alpha- 
betic order. 





Railway 

Carriage 

costs 1d. 
for— 





5% lbs. 
4 Ibs. 


4 Ibs. 
634 Ibs. 


3% Ibs. 
44 lbs. 


1% doz. 
9 Ibs. 
4% lbs. 
114 lbs. 
7% \bs. 
63% Ibs. 
2% Ibs. 


4 Ibs. 


41% lbs. 
4 Ibs. 
4 Ibs. 

Ibs, 

Ibs. 
4% lbs. 
2% Ibs. 
5 pts. 
14 Ibs. 
12% Ibs. 


Baconand 
Hams 
Biscuits 


Butter 
Cheese 


Cocoa 
Coffee 


Eggs 
Haddock 
Kippers 
Cod 


Flour 


Apples and 
Be ars 


Jam 


Margarine 


Meat 

Meat 

Meat 

Oatmeal 

Tinned 
Fruit 

Sugar 

Tea 

Milk 

Vegetables 


Potatoes 





[These tests are good only until May 25, 1929) 


London to Peter- 
borough 
London to Not- 
tingham 
Yeovilto London 
Manchester to 
Leeds 
York to London 
London to 
Leicester 
Bristol to London 
Hull to Leeds 
Yarmouth to 
London 
Aberdeen to 
London 
Cardiff to 
Leicester 
Evesham to 
London 
Dundee to 
Hartlepool 
Partington 
(Lancs.) to 
London 
Liverpool to 
Glasgow 
Liverpool to 
London 
Birkenhead to 
London 
London to 
| Norwich 
| Liverpool to 
London 
Bristol to 
Sheffield 
London to 
Sheffield 
Salisbury to 
London 
Biggleswade to 
ndon 
Spalding to 
London 
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Honorable Mention 


telle it High School, 
West New York, New Jersey 
(100.8, net } errors 
Eleanor Mi High 
West New York, New Jet 
sey (92 net, mo errors 
Elizabeth Madeiras, High 
School, Oak Bluffs, Masss 
chusetts (74.3, net, 2 
errors 
M. Curnow, High School, 
Lead, South Dakota (74.2 
net mo errors 
Alice House High Scho 
Bluffs Massachusetts 
2.9, net 1 error) 
jean Penman, High School 
Willisten, North Dakota 
1, met, 2 errors) 
High 
Dakota 


School 


Schvol 
70.4, 


Maxine 
Lead, Sout 
net, 5 errors 

High 


South Dakota 


Goody 


School, 
(70.2, 


Evelyn (Cox, 
Lead 
net , rrors 

High 

Dakota 


Stephens, 
Lead, South 
70.0, net, 5 errors) 


Margery 
School 
Geld Pin 


Hebrew Tech 
for Girls, New 


lldworm 


rk City 
High 
Dakota 


irnow School 


Lead, Sout! 


T. T. Medals 
12s-Words 


enior Higt 


Pennsylvania 


School, Easton, 

Grace Lip 
pey, Josephine E. Holveck 
Amanda Billiard, and 
Gladys H. Overholt 

Strayer College Washington 
D. ¢ Mary G. Lynch 
Elien Ahim, Jack Romagn 
Lassie Jane McNatt 
Thomas E. Means, and 
Cc. H. Schmidt 

Gregg School 
nois— Viola 
Brandenburg, 

Pearle 
Elma Nelson 
gen, Roland § 
G. Dammers, Alfretta Mor 
len, Evelyn Sorensen, Vin 
cent Bald, Sadie Carpenter, 
Norton Custer, Maxine 
Lillian Lewis, Charlotte 
Lubin, Irma Piepho 

Yetta Detroit, 
gan 

Helen Kell 
Michigan 

Grant O'Harrat 
ness College 
Jersey 

Central High School, St. Paul, 
Minnesota—Florabelle C 
Wolven, Myrtle Knudslien, 
Ruth E. Weber, Ruth E 
Peterson, Kathleen Fload- 
ing, Louise Jansen, and 
Ruth Rising 

Elizabeth 
Maine 

Janet Cassidy, 
Butte, 


Chicago, Ili 

Krueck, Walter 
Willie V 
Morden 

Elmer Heg 
Owen, Ruth 


Couper 


Litwin Michi 


man, Detroit 


Drake Busi 
Paterson, New 


Duncan, Rockland, 


High School, 
Montana 
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Final C. T. Honorable Mentions and Some Transcription Test Prizes 


Bertha 
lowa 

St. Ann's Sehool, Buffalo, 
New York-——Mary Klein, 
Evelyn Schaefer, and Anna 
Heimerl 


Arnsdorff, Sioux City, 


Aaron Tufts 
Michigan 

Derethy Owens, 
Montana 

Mary Augsburger 
Wisconsin 


Crystal Falls, 


Anaconda, 


The Man Who Counts 


By Theodore Roosevelt 


Margaret Hopkins, Laramie, 
Wyoming 

Jean Martin, Union High 
School, Inglewood, Cali- 
fornia 

Martha Thornburg, Marshall 
College, Huntington, West 
Virginia 


/ (39) 


Ernest Thompson, Pine Bluff 
Arkansas 

University of Idaho, Moscow 
Idaho-—Evelyn Sheils, Mar 
garet Fox, Helen Milliken 
Kathryn West, Myrtle 
Haugse, and Corlyn 
Deatherage 


M|liwaukee 


Marie Lonning, Stadium Hix 
School, Tacoma, Washingt 

Lydia Titschler, Detroit, 
Michigan 

St. Agnes’ High Schu L 
Angeles, California An 
paro Loaiza and Frances 
Taylor 

Detroit 
Detroit 


Commercial ¢ leg 

Michigar Bruce 
Squires, Merle Chalkley 
Mary McElroy, and Mar 
garet H. Paul 

Mary E. Murray, 
New Mexico 

College Mathieu, Gravelbourg 
Saskatchewan, Canada 
Joseph O. Rors, Bernard 
Tetreault, Laurent Mondor 
Osman Bedard, J. Laurent 
Tetreault, R. Isabelle, Paul 
Boisselle, and Yvon Sim 
mnoneau 

irene Wilson, Senior 
School, Keokuk, lowa 

Ada Belle Rauel Hig 
School, Monroe, Mie 


Silver City 


Hig! 


igan 


15 0-Words 


George M. Fox, I 
Business College 
City, Utah 

Jennie Abramovitch, Detroit 
Commercial College Dy 
troit, Michigan 

Ernest Thompson 
Arkansas 

High Sehool of Cx 
New York City Jackel 
Reinhold, Sydney Tessier 
William Levine, and Lewis 
W. Leest 

Strayer College, 
Dr. ¢ Carl B 
Jack Romagna 
ge School, Chicago, Illinol 

Ruth G. Dammers, Nor 

ton Custer, Lucille Dixon 
W. John Apt, Viola Krueck 
Margaret Neuhaus, H 
Plants, and Maxine Lilliatr 
Lewis 

Mary G. Paul, W 
Missionary ( 
Park, 

Joseph 
School 
setts 

Mrs. Laurie A 
Hazard 

Mrs. J. P 
boldt College, 
Minnesota 
ideus Bell, Hig 
Roselle, New Jersey 


175 Words 


Hollywood Secretarial 
Los Angeles Callfornia 
Claud LI. Schupp, Dorothea 
Kuhiman, and James K 
Power 

Gregg School, Chicago, Ili 
nols——-Vivian V. Molle, 
Mildred Ramsey, Norton 
Custer, 8. Trainor, Helen 
Plantz, and Lucille Dixor 


200 Words 


J. E. Broadwater, 
Kansas 

T. A. Copple, Gregg School, 
Chicago, Illinois 


(To be 


Pine Bluff 


thine ree 


Washington 
Wirl and 


shington 
Takom 
Washington, D. ¢ 
Juskiewltz, High 
Lowell, Massachu 


lege 


Barrow 
Kentucky 
Peterson 


Hur 
Minneapo!l 


Schoo 


Sehool 


Abllene, 


continued) 
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A Double-Dyed Deceiver 


(Continued from page 364) 








R 


~ 
4 
4 


E 
= 
= 
oO 
oO 
fm 
2 
D> 
(2 
en) 
S 














JHE GREGG WRITER April, 1929 





1929 


JHE GREGG WRITER 


Business Letter Contest Awards 


Results of Contest Announced in November 


First Prize 
Harriet L. Flagg, 
S30 in Cash 


Sterling Morton High 
Cicero, Illinols 


Second Preze 
Bell School, 
Fourth Prize 
Florence Nell 


HE Business Letter Contest announced 
in the November, 1928, issue of the 
Gregg Writer was a huge success. Ap- 


proximately two thousand model business let- 
sent in by stenographers, private 
secretaries, commercial teachers, and high 
school students from every state in the Union. 
[wo sets came from China, one from Panama, 


ters were 


and one from Cuba 


Unusual Letters Submitted 


The committee was immediately impressed 
with the high quality and genuineness of the 
letters submitted by the contestants. From 
Miss Viola Anderson, of Greeley, Colorado, 
came a set of letters the marketing of 
potatoes that was just as interesting and full 
of “pulling power” as any sales manager could 
wish. And when the committee read the series 
of “Big Eli” Ferris Wheel letters submitted by 
the winner of third place, every member wanted 
to buy a wheel and start out in business for 
himself ! 


on 


First Four Prizes 


The committee unanimously concluded that 
first prize should be awarded to Miss Harriet I. 
Flagg, of the Senior High School, Waltham, 


Senior High School, 


$40 in Cash 
Waltham, Mass 


in Cash 
ILlinei 


Third Prize—S: 
Training 
nvill I 


Department of Secretarial Woman's 


Colle Jacks 
S10 in Cash 
Defiance, Obk 


Massachusetts. Miss Flagg submitted a set 
of filing-equipment letters, faultlessly typed and 
artistically arranged in a patented filing folder 
Miss Daisy M. Bell, of Cicero, Illinois, won 
second prize with an excellent set of electrical 
equipment letters. Miss Annabel Crum, acting 
for the Department of Secretarial Training, 
Illinois Woman's College, Jacksonville, Illinois, 
submitted the unique set of letters dealing with 
the sale of the Ferris Wheels previously men 
tioned. Miss Florence Nell, of Defiance, Ohio, 
was awarded fourth prize for a set of auto 


mobile sales letters 


Special Prizes 


The committee decided to recognize the con 
sistent high quality of the letters submitted by 
a large. number of the applicants who were 
not included among the winners of the fifty 
five prizes offered, so a special prize of the 
Second Revised Edition of “Words” was 
awarded to fifty-four additional contestants. 


The Winning Letters 


The ten winning letters submitted by Miss 
Flagg portray a cross section of the busy life 


of a high type of American business firm, 
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whose guiding motto is Service, and Satis- 
faction Guaranteed on all Orders. 

Before going to the faculty of the Waltham 
Senior High School, Miss Flagg was an in 
structor in the Boston School of Filing. In 
1 letter to the Gregg Writer she says in part 

“Even though all contestants do not win 

izes, they surely pront by response to such 

stimulus. I should have felt that my effort 
as worth while, even if I had not received a how without 
ize. I think that the Gregg Writer has made e Gem mates & 

1 real contribution to the cause for which so 

nany of us are working—hbetter business 

letters.” 


just as 


tomer considera! 


Space does not permit the reproduction of 
the entire set, but we are giving you a resumé 
the group, and part of the first three letters 
presented in shorthand form opposite 
Mr. Leslie has written this page from dictation 
it 125 words the minute, to add interest to the 
otes Read these letters before passing on 
our comments ! 
Ar 1 
ment to 


promised on artment 


} 


pe that evidently has cut the " ‘ I rather short 
the busy execu . Both the folde: and desires t cure t : aoleos n of the fa 


ot the ty 


users referred to are enclosed with tc superinter 
letter—mor satisfactory than the 


the delivery 
usual custom when promise m 
f mailing under separate cover Notice the desire to “Th C. Benton Cx 
sentence “— © 


re my call, please 


iting lines 
good cus 


e of service expressed in the t 


in be of any service to you 


not hesitate t now 


Letter 2 


Adjustment o lamaged shipment 


wasted ir ryi t avoid the re 


sibility fo 
mage incu d An affidavit is enclosed and als« 


ome card pieces of isinglass that were omitt« 


from the origi Lipment The final sentence could 


“This opportunity to make 


A report in the form of a short letter containing 

mmendations regarding a new filing system based 

a careful examination and analysis of the cus 
mer’s needs A frank acknowledgment of the ex 
ellence of the system already in use is made 

“I found that you have an up-to-date arrangement 


f material’’—and the way left open for the sale of 
ulditional equipment in the concluding sentence 
I hope we may have something of interest and of 


lue to show you within a few weeks.” 


ment of 


Letter 4 arguins 
the cust desire 
Quotation of prices. A well-arranged letter giving 


firm to |} 
catalog numbers, complete description of items and 


lance witl 
wishes of the « ‘ . nd d the 

prices There is no attempt to over-sell the customer 
The letter ends with this sentence “May we hope to 


be favored 


iphs are quo 


with your order?” 


to str 1igh er 
ount tor ¢ 

Letter J h you we ld 
istent with y 

An answer to a request for information regardir 
ne cards The letter begins with the entence 
“Your inquiry of November 9 is appreciated.”” After 
the information asked for is given, occasion is ap 


propriately taken to follow up in a dignified wa 


“We sincerely p hat th will clear up 
matter so that we m 2 clean sheet 
eliminate the ‘jinx’ t s beet llowing : 
" 


previous quotation “May we ask whether you The other winners are listed on page 
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Reprinted in shorthand by permission of the 
Hecker-Jones-Jewell Milling Company 
Villers of Hecker's Flour New York City and Buffa 





ipril, 1929 (JHE GREGG WRITER 














GHE GREGG WRITER April, 1929 





1920 


ipril, 


GUE GREGG WRITER 





She 


\ 


SHORTHAND REPORTER, 


Conducted for the benefit of those already reporting 
and writers ambitious to enter the field 





C.S. R. 


HE agitation for C. S. R. legislation 
throughout the United States, an agita 
tion which has reached fruition in three 
with a high prospect for success 
more to 


states already, 
in others this 
reporting to the 
than any 


year, is doing raise 
recognized dignity of a pro 


fession effort we have made as a 
years 


body 
any question of the dignity or the 


in recent There has never been 
importance 
stenographer or the convention 
was not until organization 
ranks that the 


recognized 


of the court 
reporter, but it 

began within our 
eportet fully 
more often than not the 
looked upon as ; 
possessed simply a faster speed and perhaps a 
wider vocabulary than the office stenographer 


status of the 
then, 
in court was 
who 


was Before 
reporter 


in expert amanuensis, one 


law Needed to Make Reporting a Profession 


wth of organization, however 


With tl ore 


accompanied necessarily by a growth in efh 


iency of the individual member—there has 


widespread recognition of the 
juirements that go to make 
rst-class reporting, whether in the 
But with it all our 


definite 


more 


come a 
varied and rigid 1 
up fh courts 
or in general work busi 


ness has sometimes eluded the Status 
wnihes sore 
illing, 


members It re 


proie SS101 


of a profession. A 


thing more than an individual however 


strict, however worthy its 


than voluntary organi 
that public 


sanction of law in 


quires something more 
zation, something mors approval ; 
ii calls for the order to 
its full meed of recognition. Thus, all 
law, medicine, th 


governed, and regulated 


receive 
the mayor proiessions 
‘ lergy are sanctioned, 


by statute in every state of the union 


SR. Laws Give Professional Sanction 


@ The C. S. R. law undertakes to do exactly 
the same thing for shorthand reporting At 
there is C. S. R. legislation in three 
states, New York, Colorado, and Iowa. In 


these states power is vested in an examining 


present 


body to confer upon a successful applicant the 
degree of “Certified Shorthand Reporter,” 
placing upon his skill and knowledge the official 


sanction of the state to practise his protession 
corresponds in many 
ertihed Public 


many colleges 


respects t 
Accountant” 
other 


2 he degree 
the degree of “( 
conferred by and 
ational institutions. As yet, no 
ribed a course leading up to 
the degree of C. S. R., but that some day wil! 
come At least two of the major 
the country 
have shown a willingness to include the subject 
when the pra 
are successfully 
that such 


tudent 


now 
iccredited educ 
college has pres 
colleges ol 


have considered the project and 


of reporting in their curricula; 
tical difficulties 
there is no question 
offered the college 


overconnK 


a course will b 


Law Should Be Adopted in Every State 


certihcation as a (¢ a 2 
necessarily littl than that th 
state has placed its apy upon the quali 
fications of the applicant. It also, of 
that that applicant can confidently apply 


practise his 


At present, 
means more 
roval 
means 
course, 


for an protession 


opportunity to 
of the 
which entitle him to 
until the 


by nation-wide 


in any state union, possessing credential 
serious consideration. But 

greater 
full benefits to be 
With 


it will 


movement receives impetus 
adoption, th« 
derived from the law will not be realized. 
authority, 
reporters ol the 
a full-fledged pro 
accomplish their 
and more practical things 


other pro 


the law general in scope and 
be possible for the 


mfidently as 


country 
tu stand up < 
fession, and to aims in the 
ethics, 


rates 


way of ideals, 


such as folio exactly as any 


lession At present unttormity of require 


ments, of conditions, and of rates is conspicu 


ously lacking In one section of the country 
the reporter 
another, through public indifference, he is re 
quired to struggk all to the 


pr ocesses 


may receive due recognition; in 
simply to exist 
detriment of the courts and of the 


* justice 
Proposed in West Virginia and Ohio‘ 


Ohio are 
books a 


reader Ss 


and 
statute 
benefit of our 


West 


upon the 


Chis Virginia 
seeking to 
C S. R. law For the 


with the law as it exists in three 


vear, 


pl ice 


not familiar 
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tates and as contemplated in others, the text 
{ the proposed Ohio law is here given. This 
epresents the most advanced thought at pres- 
nt on C. S. R. legislation. It should be noted 
particularly that a law of this sort cannot ad- 
ersely affect any bona fide shorthand reporter 
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who has been practising his profession thre 
years or more. It will, on the other hand, do 
much to better his individual 
his status, and to enhance the dignity of the 
profession as a whole 

The proposed Ohio legislation follows: 


conditions and 


Text of Ohio C. S. R. and Licensing Law 


An Act to Create a Strate lLoarp of 
EXAMINATION, CERTIFICATION AND 


Be It Enacted by the 
State of Ohio 


1. State Boarp or Suortuanpn Rerortinc: Ap 
pointment, term of members and va 
cancies. The Governor, with the advice and consent 
of the Senate, shall appoint a State Board of Short 
hand Reporting consisting of three persons, citizens 
of Ohio, each of whom shall be skilled in the art and 
practice of shorthand reporting and shall have been 
actively and continuously engaged as a professional 
shorthand reporter j 


General Assembly of the 


qualifications 


within the State of Ohio for at 
least ten years next preceding his appointment, and 
who shall serve without 
hereinafter provided. 

Said Board shall be so appointed within thirty days 
after the taking effect of this Act, one for the term 
of one year, one for the term of two years, and one 
for the term of three years, who shall hold office 
until their successors are appointed and qualified 

Thereafter one member of said Board shall be 
appointed each year for the term of three years and 
shall hold said office until his successor is appointed 
and qualified 

After the 3lst day of 1929, the mem 
bers of said Board shall from among 
the holders of certificates and licenses issued under 
this Act 

A vacancy in said Board shall be filled by the 
Governor by appointment for the unexpired term 


compensation, except as 


December, 
be appointed 


Meetincs, Quorum, RuLes anp 
Board of Shorthand Re 


2. ORGANIZATION, 
REGULATIONS The State 
porting shall organize by the election of one of its 
members as President and one as Secretary &nd 
l'reasurer, who shall hold their respective offices for 
ne year 

The Board shall hold 
examination of applicants for certificates and licenses 
inder this Act beginning on the third Monday of 
June and December of each year, and additional 
meetings at such times and places as it shall determine, 
not to exceed one every three months The De 
cember mecting shall be held in the City of Columbus. 

A majority of the Board shall constitute a quorum, 
it a less number may adjourn from time to time 

The Board shall make such rules and regulations 
as may be necessary to carry out the provisions of 
this Act; provided, however, that it shall require the 
oneurrence of a majority of the members of the 
Board to grant a certificate and license. 


regular meetings for the 


3. Bown ano Oatnu or Secretary; Montuty Pay 
MENT OF Moneys into Strate Treasury. Before 
entering upon the discharge of the duties of his 
office the Secretary and Treasurer of the Board shall 
give a bond to the State, to be approved by the 
Board, in such sum as the Board directs, conditioned 
for the faithful discharge of the duties of his office. 
The premium for such bond shall be paid from the 
funds paid into the State Treasury by the Secretary 
und Treasurer of the Board. Such bond with the 
approval of the Board and oath of office endorsed 
thereon shall be deposited with the Secretary of 
State and kept in his office. 

Each month the moneys received by the Secretary 
and Treasurer shall be paid by him into the State 


SHORTHAND 


LICENSING OF 


Provivine 
Re PORTER 


REPORTING ANI 
SHORTHANI 


Treasury to the credit of a fund for the use of th 
State Board of Shorthand Reporting 


Memepers ann Expenses 
Shorthand Re 


4. COMPENSATION OF 
Each member of the State Board of 
porting shall receive ten dollars for each day actually 
employed in the discharge of his official duties and 
his necessary expenses incurred 

The compensation and expenses of the 
of the Board and the expenses of the Board neces 
sary in carrying out the provisions of this Act shall 
from the fund in the State Treasury for 
Roard on the requisition signed by 
Secretary and Treasurer of the 
! State; 


members 


be paid 
the use of the 
the President and 
Board and the warrant of the Auditor of th 
provided, however, that said compensation and ex 
shall not exceed the amount id to 
under the provisions of this A 


penses 
State Treasury t 


Board 


ficial seal and 


5. Orriciat Srat anv Recorps The State 
of Shorthand Reporting shall have ar 
shall keep a complete record of the proceedings of 
the Board and a 
tificates and licenses have been granted u 

At reasonable times its shall be 
public inspection 

A transcript of an entry in such record 
by the Secretary under the official seal of the Board, 
shall be evidence of the facts therein stated 


whom cer- 
ler thi \ct 
open to 


register cl persons to 


record 


certified 


6. Cerririen SmortHann Reporter Derint 
words “Certified Shorthand Reporter” 
this Act shall be defined to mean a person who ha 
been adjudged by the State Board of Shorthand Re 
porting to be competent to report court j 
references, commissions, conventions, deliberative as 
semblies or meetings of like 


as use 


roceedings, 


character 


7. QuatiricaTion or Certirizp SHorTHAND 
porters. A citizen of the United States, or a p 
who has duly declared his intention to become 
citizen, not less than twenty-one years of age, of 
school 


and who ha 


moral character, a graduate of a high 
having received an equivalent education 
passed a satisfactory examination, as hereinafter pro 
vided, shall be entitled to a certificate and license and 
shall be styled and known as a “Certified Shorthand 
Reporter.” No other person shall assume such tit! 
or use the abbreviation, “C. S. R.” or other wor 
or letters to indicate that he is a Certifed Shortha: 
Reporter. 


aTion; Re-EXaMina 
TmeReor 


8. EXAMINATION Arr o 
CeRTiFicaTe AND REGISTRATION Each 
person desiring to be registered as a Certified Short 
hand Reporter, as provided in this Act, shall file with 
the Secretary of said Board, upon a proper blank 
to be furnished by said Secretary, an application, 
setting forth the facts which entit! 
registration under 


verified by oath 
the applicant t& 
the provisions of this Act 

At the time of filing the application for such ex 
amination each applicant shall pay to the Treasurer 
of the Board a fee of fifteen dollars Such fee shall 
not be refunded, but in case of failure at any ex 
amination the applicant, after the expiration of six 
months and within two years, shall have the privilege 


examination and 
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by 
fee. 
appear 


ota econd 
payment of an 


Fach 


fit meeting 


examination the Board without th 
additional 
shall 


ifter 
a itist 


Board at 
application 


the 
his 


before 
the filing of 


upplicant 


tory examination 


trations ind 


consisting of 


ictical demor written or oral tests, 
shorthand rey 

applic int 
and shall 
of this Act shall 


i Certifed Shorthand Reporter, and 


or both, in 


Fach who ll pass said examination 


who otherwise comply with the provisions 


and 
such 


license 
person may 
1 Certified Shorthand Reporter 
the title and 
ind Reporter” or an abbreviation 
thereof, and 


license ve duly 


receive a certificate 


as 
thereafter pr is 
ind style of 
“Certified S 


assume na ise name, 


or a and such certificate 


record box k 


and 


registered in a 
the Secretary 


pur 


to be properly 


o the Be 

9. Pract 
For the 
hand reporting is t 
of a verbatim 


symbols or abbre 


by lreasurer 


that pose 


DeFrinep 


tice of 


SHORTHAND ReporTING 
purpose t thi Act the pra 
: , 


e making, or the attempted making, 


, 
short 


record, by means of a 


of 


which is 


system of 
judicial proceeding, 
intended to used 


viations, 
rd 


icial proceeding 


any 
neluding any be 
" 


rect 
in any juc 

10 NECESSARY T } 
hall he appointed to the position of official 
reporter of this State, or 
himself out as a shorthand reporter, or practise 
hand he h first 
titi tate 


LIceNns! PRACTISE © person 
short 
hold 


short 


band any court in 


} 
ybtained a cer 
Board of Shorthand 
this Act 


Exam 


reporting, unless 


ite and license from the 


Reporting, as provided in 
WITHOUT 


11. Li 

who shall, within one 
the Board, 
» his character, 
that he 
shorthand reyx 


preceding he 


NATION. Fee. Any 
year after the organiza 
aid Board 


competency, and quali 


ENSE 
person 
tion of submit t satisfactory 
evi lence as 
heations, 
the pe 


three 


t 
| engaged in 
than 


ane has been actively 
rting tor 
of 


this 


more 
the passage 


Act 


ac e¢ ot 


next date 


| 1 
f ti j " is t the time takes 


April, 192° 


effect a shorthand reporter duly appointed as an 
official in any court of this State, may, in the discr« 
tion of the said Board, receive a certificate and license 
entitling him to practise as a Certified Shorthan 
Reporter. 

At the time 
applicant shall pay to 


of five dollars 


12. 


of filing his application for license the 
the Treasurer of the Board a 
tee 


> 


PractisinG aS SHorTHAND Re 
SmortTHanpd Reporter, 
Whoever represents himself as 
as provided in this Act 
or practises as a shorthand reporter, or uses words 
or letters to indicate that the person using the same 
is qualified to State shorthar 
reporter, without 
provided for in this Act, or whoever represents him 
self having received a certificate and license as 
provided in this Act, practises as a Certific 
Shorthand Reporter, the abbreviation 
“ » me OF or letters to i: 
dicate that the using the same is qualific 
to practise in this State a Certified Shorthan 
Reporter, without having received such certificate an 
license as provided for in this Act, shall be deeme 
guilty of a misdemeanor and, upon conviction thereof 
shall be fined not less than twenty-five dollars an 
not exceeding two dollars for each offense 


UNLAWFULLY 
PORTER OR CERTIFIED 
Penatty THEREFOR 
received a 


AN 


lic ense 


having 


practise in this as a 


having received such license 
as 
or 
or uses 


any similar words 
person 


as 


hundred 


13. Genper. Wherever in this Act the masculin 
gender is used it shall be construed as comprehending 
il o the feminine gender. 

14. Savinc Crause. If any portion, section, phrase 
Act is ! 


declaration 


declared to be uncor 
shall affect 
paragraph of 


or paragraph of this 
stitutional or invalid, such not 


other portion, section, phrase 


Act. 

15. Time of 
effect and | 
: : 


1 11 
miowed y 


any or 
this 
Errect. This Act shall take 
from and after the earliest date 


TAKING 
em torce 


law 


Key to 280-Words-a-Minute Championship Testimony 


1924 N.S. R. A. Speed Contest 


March 


Greg 


You would not evidence as neces 
to 1 con ctor 

But circumstantial 
I we ld M 
irticularly of 


Q And if it 


act 


require direct 
A Not 


evidence 


altogether, no 


would convince you 
evidence that would convin 


guilt 


ant sor 


the 


convinced you to a mm ral certainty 


here as a 


convinced, 


upon it wot 


fully 


ver 


would 
A lif I 
©) Were 
A No, sir 
Oo lf would 
inyone to talk to you about it while it was in p 
A No, sir. 
© You 
A Oh, 
Q Do 
side A 
© You mean 
© Is that 


you juror, 


was yes, sir. 


you ¢ called as a witness before 


accepted in this case you not permit 


ogres 
understand that would not he proper? 
yes 
know any of the counsel 
know this gentleman 
Mr. Smith? A Yes 
an intimate acquaintance 
A Well, I you would call it that 
© Have you him for some 
A Yes, he has done some legal work for 
© In what sort of a case? 
A It was not a case in court. 
estate deal. 
© Had he to 


buying or selling? 


you 


suppose 


known years 


me 
It involved a real 


do with some property you wer 


ate las car 


Writer. Key to the April > j 
A The first time I consulted him was 
my store 
QO When was the 
A Well, I don’t 
mean. 
© No, what did 
A About 
Q Did he 
A Yes. 


Q I assume your relations with him were entir 


next 
recall 


time © 


the date, if that 


vou 


you consult him about? 


some abstracts. 


examine some abstracts for you 


satistiactory 
A As 


© He has never represented you in a lawsuit, 


far as I am concerned they were 


is | 
understand 
\ Well, 
© Have 
A Not since I 
Q And of 
re ent position 
A No 
Q You 
A Yes. 
Q Would the fact that Mr. Smith has represente 
you on several occasions embarrass you in this cas« 
A Not 
> My clients 
{The f 


your 

were not lawsuits. 

him recently? 
have been in the present 
not 


those 


you consulted 
business 


course since he has occupied his 


know he is my opponent in this case? 


a particle 
entitled to a fair— 
minute dictation ended here.] 


ire 
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Business Letter Contest Prize Awards 


(Continued from page $1) 


A | | I 


r 


Next Thirty Prizes—$5 each im cash 


H. Grady Baker, South Texas State Nell Rockafellar, Knoxville, Tennessee nn Newton, Massachusetts 
Teachers’ College, Kingsville, Texas Ruth L. Hoadley, lowa City, lowa ter y St Joseph's College 
Viola Anderson, Greeley, Colorado Emily Kirkland, Warsaw, New York High School, Emmitsburg, Maryland 
Velma M. Browne, Los Angeles, Call Gladys V. Mangold, Decatur, Illinois Ruby Thomas, Rocky Ford, Colorado 
fornia Anne Martin, Shawano Wisconsin Margaret Triplett High School, Ox 
Mrs. Fred E. Burkett, San Antonio — G. McCready, Geneva, New ford 
, or 
vous Agnes Monahan, Our Lady's High Cecile Valentine, Lima, Ohio 
School, Newton, Massachusetts Charlotte Waas, Nevada, lowa 
Franels Oreutt, Penn Yan, New York Djao Hung Yien, The Yin Wen School 
Stella Ortyl, Madison, Wisconsin Temple Hill, Chefoo Shantung 
Sister Edmund, Notre Dame of Quincy Evelyn Raskopf, Havre, Montana China 
Quincy, Ilinols Helen G. Rose, Eastman Kodak Com Sister Mary Zita, St. Joseph Convent 
Gladys Foster, Dodge City, Kansas pany, Shanghal, China Fort Madison. lows 
Vi H. Frisbie, Ann Arbor, Michigan Lillian R. Renner, Lincoln, Nebraska Martha Taylor, Penn Yan, New York 


Pennsylvania 


Josephine Campbell Irving College, 
Mechanicsburg Pennsylvania 
Mrs. Cora Lee Dial, Tulsa, Oklahoma 


es MO 


— 


Ten Prizes of Gregg Shorthand Dictionary, De Luxe Edition 


Rh. Gwendolyn Benway, East Orange Gerald Dykeman, Penn Yan, New York Vera Habeni ' odge, Montana 
New Jersey Eleanor E. Furleigh, McGregor, lowa Margaret I owartl Fall River, 
Bernice K. Bowell, Grand Island, Ne Sister Aloysius Gonzaga, St. Columb Massachusetts 
braska kille’s School, Chicago, Illinois Vienna H. Hein sholm, Minnesota 


Dorothy Bleser, Wilmette, Ilinois Kuth EB. Geerdts, Manitowoc, Wisconsin 





Ten Prizes of Gregg Shorthand Phrase Book 


Katherine Hahler, Sidney, Nebraska Janet K. Kerr, Moron, Camaguey Ethe! M. Jung 

Elizabeth H. Raker, Wayland, Michi Cuba Anni May Menzi 
gan Catherine Henet Deflance, Ohio fornia 

Juanita Caron, St. Paul, Minnesota Ruth MecKean, Grand Forks, Nort! Georgina 

Ruth Anderson, Detroit, Michig Dakota , 


Fifty-Four Special Prizes of ““Words,"’ Second Revised Edition 


Mary A. Casey, Arlington, New Jersey T. A. Griffin, Baylor University, Wac Nancy Pell Ros Waxahachle, Texas 

Mattie Broadrick, Plainfield, Hlinots Texas Ezilda Rike, Rittman, Ohio 

lla Blomeke, Edon, Ohio amar Guthrie, Waco, Texas Lois Ritzinger, Sigourney, lowa 

Albert W. Bolt, Stendard O11 ¢ p ; Loretta Hetz Defiance, Ohio eresa Roland, Sherwood, Ohio 
Greybull, Wyoming Anna Hiler, Deflance, Ohio ‘ chilling, Fureka Lutheran Col 

Irene Buchholz, Defi xn or 4. T. Howard, Fargo, North Dakota es South Dakota 

Violet Bud, Milwauke« Wi nei Dorothy Kehnast, Defiance, Ohio . hl, Bleneoe lowa 

Norma Marion Co Clarksville, t Thelma Keller, Princeton, Indiana ! i ank Lakewood! New 
nessee Gail M. Kelly, Chisholm, Minnesota y 

Jessie 1} Connel Mirshall Colleg Joseph Kemendo, Waco, Texas heet Defiance, Ohlo 
Huntington, West Virginia Hartence King, Carthage, Missouri i nsen State Normal 

Mrs. H. A. Cox, Gaffney, South Caro bvelyn V. Malme, High School, George 1, Albion, Idaho 
lina town, Texas Irene Singer, Deflance, Ohio 

Marion Degan, Union City, New Jersey F. Elizabeth Marshall, Tuckerton, New Bertha Soker, Herman, Nebraska 

Mildred Dedson, Englewood, Colorado Jersey Stayton Steen, Waco, Texas 

P R. L. MeEthannon, Waco, Texas J. O. Walker, New Orleans, Louisiana 


Arthur L. Du _ Satre, nama City, 
Panama = Murphy, Newton, Massachu Agnes Wannemacher, Deflance, Ohio 
setts 


Violet Echard, Hollidaysburg, P Lhe eb ‘ 

- A - we == Lena ( Palmisano, Mattoon, Illinois Alice Weber, Winnetka, Illinols 

- wen Margueritte Parker, Gaffney, Sout! Neal M. Wherry, High School, Holton, 
Louise A. Eratl Sapulpa, Oklihoma . Kansas 

~~ . Carolina 

A. E. Felder, Waco, Texas Etta Ransdell, University of North Wilma Warner Wildes Portland 
Lois Fessler, Columbus, Ohio Carolina, Chapel Hill, North Caro Maine 
Dora M. Finley, Sioux City, lowa lina Estelle Williams High School Le 
Herbert E. Gatlin, Waco, Texas Ruth E. Nehmer, Mishawaka, Indiana compte, Louisiana 


Honorable Mention 


Florence Ambroise, Wilmette Illinois Esther Gage, De Smet, South Dakota Helen Spiegel, Allentown, Pennsylvania 
J. B. Anderson, Jr., Waco, Texas Phil Gilliam, Waco, Texas Esther Rohr, Miamisburg, Ohto 
Luthena Baughman, Akron, Ohio Coletta Graff, Spencer, lowa Adelaide M. Rupa, St. Francis Acade 
Charles Baxter, Waco, Texas Ethel P. Hilton, High School, Oxford my, Joliet, Illinols 
Helen V. Binnie, Dundee, I!!inols Pennsylvania Caroline Shapiro, Fall River, Masse 
Walter Burdette, Waco, Texas Eleanor Hirschmann, Michigan City, chusetts 
Thelma Clawson, Geneva, lowa Indiana Josephine A. Shea, Newton, Massachu 
Robert Lee Crosthwait, Baylor Uni lone Kuechler, High School, St setts 
versity, Waco, Texas Augustine, Florida Bertha Soker, Herman, Nebraska 
Jean Davison, Joplin, Missouri Catherine Lanpher, Township Hig! C. A. Stearns, Baylor University, Waco 
School, Buda, Illinois Texas 
Katherine F McCormick, Newton Lewis E. Striebeck, Waco, Texas 
Massachusetts Ellen Tweedy, Baylor University, Waco, 
Ruby Eash, Union School, Wayland » Cumems, Ween, Tose weses . 
Michigan . a Sister Mary Paul De Cruce, Keokuk, Laurena Van Valkenburg, Morris, New 
‘ * lowa York 
Anna Engein, Norwood, Ohto Alma Purcell, St. Joseph School, Union Vernon Walker, Waco, Texas 
Johanna Faber, Wilmette, Illinols City, New Jersey Margery Whitgrove, Joliet, Ulinots 
Gertrude Fisher, Defiance, Ohio Gertrude Gibson, McKinney, Texas Pauline Stadele, Eric Pennsylvania 





Bernice Duncan, Roscoe, Texas 
Anna E. Dwyer, Newtonville, Massa 
chusetts - 
kK 
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